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CHAPTER I 
STATEMENTS ~ONCERNING THE PROBLEM 
INTRODUCTION 
In August of 1970 the Management Consultant firm of 
Cresap, McCormick and Paget of Chicago , Illinois conducted a 
study of Revenue Bond operations at Eastern Illinois Univer-
sity. This report contained a comprehensive review and 
appraisal of Revenue Bond operations. 
These operations included residence halls, food service, 
married student apartments and the University Union. This 
review and appraisal led to several recommendations for more 
effective management of these operations. 
The scope of the study concerned the management process 
including areas in planning, budgeting and control. 
It was found that at the time of the study, no signifi-
cant capability for analysis and interpretation of financial 
information existed in the Student Personnel Services Organi-
zation. The Student Personnel Services was dependent upon 
reports generated by the Business Office which were oriented 
toward the financial community and, in particular, the bond-
holders. The strong management of the student housing program 
required the ability to make effective use of the financial 
information generated by the Business Office. 
2 
It was reconunended by the consultants that the position 
of Assistant Dean of Residence Hall Management be created to 
offer an opportunity to inject some capability for analysis 
and interpretation of financial information into the student 
housing area. 
In July of 1971 th.is writer assumed the role of Assistant 
Dean, Residence Hall Management and Director of Married Stu-
dent Housing. His background included four and one half years 
of teaching and work as a guidance director, eight years as 
superintendent of schools and the organizational director for 
two school districts on the New Illinois Financial Accounting 
system. The writer had also served two years as staff director 
and program writer for an Economic Opportunity Corporation. 
For two years he had been assistant to the Director of Veteran 
Services, married housing and off campus unapproved housing at 
Eastern Illinois University. 
One of the writer's assignments was using the study de-
veloped by the consultants to design a job description. He 
organized the job description for the position of Assistant 
Dean, Residence Hall Management and Director of Married Stu-
dent Housing as follows: 
1. Major responsibility for development and install-
ation of a sound and systematic housing m·anagement 
accounting and decision system for the planning, 
budgeting and control of Revenue Bond operations. 
A. Assist in the preparation and analysis of resi-
dence hall budgets, including: 
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1. Development of residence hall budgets in 
conjuction with the residence hall counselors. 
2. Consultation with. the Business Office to 
determine avai l ab l e revenues . 
3 . Consultation with Physical Plant Department 
regar~i~g the feasibi l ity of major repairs 
and renovation . 
4 . Assistance to the Dean of Student Housing 
in review of budgets submitted by all uni ts 
(residence halls , married student housing , 
and resi dence hall food service faci l ities , 
and their consol idation with administrative 
expense budget requirements . ) 
B. Primary l iaison: 
1 . With the Business Office regarding financial 
matters, incl uding anal ysis and interpretation 
of financial information and the development 
of special reports as necessary. 
2. With the Physical P l ant Department regarding 
the status and processing of work requests. 
3. Assistance to the Dean of Student Housing in 
determination of rates and others decisions 
concerning operations. 
4 . Pl~nning for future student housing pol icies 
and requirements , particularl y the provisions 
of inputs reflecting the management and op-
e r ational aspects of the housing program. 
5 . General assistance to the residence hall 
counselors in management, requisitions for 
supplies and equipment . 
2. Married Student Housing 
Includes all aspects of the housing management 
description p l us the assigning of apartments to 
students and the filing of reports necessary for 
systematic University Apartments management. 
STATEMENT OF THE PROBLEM 
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While running a system is a routine type of work, design-
ing and installing a system is just the opposite . It is a 
non-routine time consuming project . The project i s a pig job 
with many detailed facets and each must be "managed". 
PURPOSE OF THE STUDY 
A systems improvement project can include such jobs as 
studies , objectives , definitions, interviews, fact gathering , 
analysis, proposals, additional hardware needs, new programs, 
new software needs, specialized equipment , operator training , 
new forms, new reports , new instructions, new policies , new 
procedures and even a new organizational structure . 
This writer has. worked diligently to develop an account-
ing system that would provide the type of information that 
was felt to be needed. 
It was this writer's goal to initiate a management pro-
gram that could be effectively initiated and maintained. 
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The end goal was hoped to be the most meaningful, practical 
and comprehensive administrative technique to profitably 
identify and administratively control paper, records and data. 
NEED FOR THE STUDY 
There is a clear relationship between administrative 
activities as they are grouped under management and its ap-
proach to the solution of the dual problem of quantity and 
quality. It appeared that what was needed for management 
of day to day operations was a system that must: 
1. Be designed for easy preparation, approval, trans-
mittal and audit. 
2. Filed in such a manner that it is readily accessible 
if needed. 
3. Retained for sufficient time to support legal and 
operational requirements. 
4. Protected against destruction if it contains vital 
information. 
5. Meaningful from the user's point of view, so that 
it can produce effective and timely reports and 
information. 
All these are related to the principal purpose of man-
agement; to make paperwork and information retrieval and 
processing more effective, and more efficient and more 
economical in order to communicate and operate effectively · 
now and in the future. 
CHAPTER II 
PROCEDURE 
At one time or another everyone has been confronted 
with a frantic search to retrieve a scrap of information 
that may have appeared trivial when it was filed. When this 
happens the person in charge is concerned that his depart-
ment will appear disorganized because it looks as if he does 
not have the data in hand. It i s no wonder that people 
think of acres of record storage and a sizable inventory 
of file cabinets . 
Management can do something about this problem . In 
this writer ' s opini·on, it appeared that the first concern 
was to recognize that the final scheme must be operable by 
the people involved . Any arrangement requires a structure , 
the key to which is your own organization of data . 
It seemed logical that what was needed was to con-
struct a filing system, vocabulary and bookkeeping system 
in this writer's own terms using simple codes that could be 
referenced and remembered . 
The basic ground rules devised were: 
1 . To minimize the number of places where file data 
could be found . 
2 . To work within the framework which already was in 
\. 
' 
·existence within the department. 
3. To use a simple numbering system. 
4. To define only one place for a given subject . 
5. To draw up a page of the financial accounting code 
number system. 
6. Test the system. 
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Testing the system really tells if it is working. This 
writer wanted to be able to say, "if it can ' t be found in 20 
seconds it doesn ' t exist." 
THE ACCOUNTING SYSTEM 
The following filing and accounting system was devised 
by this writer for Eastern Illinois University . 
Prerequisitions are sent to the Assistant Dean of Man-
agement from Residence Hall Counselors requesting repairs 
and equipment. Prerequisitions are also sent to this office 
from the Physical Plant and Power Plant to order merchandise 
for repair of buildings, equipment , etc . (plumbing , heating , 
e l ectrical). 
Requisitions are typed by the Housing Office secretary; 
two to be sent to Purchasing Office , one to go to Accounting 
Clerk to be posted in the Accounts Payable ledger. Two re-
quisitions plus one· copy of the prerequisition are also sent 
to the place of origin such as the Physical P l ant or the 
Power Plant. Two cards are typed by the secretary for cross 
reference purposes; one by requisition number with description 
of the article ordered, residence hall, date , amount , and 
account code number to be charged . The second card is typed 
with the same information except filed as an Item Card so if 
one wants to know if the item has arrived, information will 
be available immediately. Requisitions are filed according 
to number in the residence hall folder . 
When the purchase order is made out by the Purchasing 
Office, a copy is sent to the Housing Office to be recorded 
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on the Accounts Payable ledger and on two sets of cards adding 
the vendor ' s name, purchase order number, actual amount of 
order and when order is to be expected . The purchase order is 
then stapled to the front of the requisition and moved to the 
hall folders marked "Purchase Orders " and kept numerically 
by purchase order numbers. If the order originates from the 
Physical Plant or the Power Plant , a copy of the purchase 
order is sent to the plant concerned. 
When a company invoice is received by the Purchasing 
Office, they send the Housing Office a blue Eastern Illinois 
University invoice copy to be appr oved and signed by the 
Assistant Dean of Management which indicates the merchandise 
has arrived . If the Power Plant or the Physical Plant is 
involved , the blue invoice is first forwarded to them for 
signature. Xerox copies are made of approved invoices, one 
to be given to the Accounting Clerk to record in the Accounts 
Payable ledger and to the e xpenditure budget account which 
is kept by code number with beginning balances of budget for 
the fiscal year . It is recorded as an expenditure , and a 
running balance is kept so that the Assistant Dean of Man-
agement knows immediately how much is left to spend for the 
fisca l year . 
A xeroxed copy of the approved invoice information is 
recorded on two cards by placing the approval date on the 
cards . The xeroxed copy i s stapl ed to the purchase order 
and filed in the individual residence hall folder for com-
pleted invoices by date . .. One copy of the invoice is placed 
alphabetically in a "Vendor ' s" fi l e for quick reference . 
The orig i nal s i gned blue i nvoice is returned to the Pur-
chasing Office who in turn sends the compl eted fi l e to the 
Business Office for payment . 
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The Accounting Clerk keeps records of Janitorial suppl ies 
used daily by the individual halls and University Apartments 
by a card syst em using a control and a subsidi ary card . A 
monthly report is given to the Dean of Housing , the Assistant 
Dean of Housing and to the Residence Hall s Bui l ding Super-
visor ; as well as an annual report on this ledger account 
which incl udes supplies purchased from outside vendors , 
janitorial mop service and suppl ies bought from the Physical 
P l ant . 
The Accounting Clerk keeps records by a car d system of 
office supplies used by indivi dual halls and an inventory 
r ecord is also kept of equi pment purchased by a card system 
as well as office suppl ies used by the Housing Office which 
is on a separate budget call ed General Revenue . Annual 
repor ts are given to the Assistant Dean of Management as 
we ll as the Dean of Housing . 
The Accounting Clerk is responsib l e for keeping detailed 
records of the payroll of 1 2 individual halls , thr ee series 
10 
of married student housing , six food servi ces , as well as 
monthl y reports on General Revenue . Payroll Budget . A report 
can be requested on any account and promptl y given because 
of the current status wi th which our accounts are being 
k e pt , where heretofore , the Housing Office had to rel y on 
the Business Office for all information. 
Records of guest meals, contract meal s, guest rooms and 
contract rooms as well as "Mi scellaneous Rooms " are kept for 
the annual report to the Dean of Housing, Associate Dean and 
t he Assistant Dean. 
Computer Print Out Sheets are s e nt monthl y to the Housing 
Office t o show balances of ind i v i dual budgets in each hall 
(Business Office does not separate some of the hall budgets 
whereas the Housi ng Office Accounting Cl e r k has them i ndiv-
idually divided ) and University Apartme nts and Food Services . 
These Pri nt Out Sheets are usually sent a month or t wo months 
after the business t r ansaction. The Accounting Cl e r k i n the 
Housing Office compares these Print Out Sheets wi th the l edger 
accounts and cites the differences to the Business Office . 
The Accounting Cl erk works c l osel y with the Dean of Housing 
and the Assistant Dean of Management to c l ose the records at 
the end of the fiscal year as we ll as the preparation for new 
budget s for the next fiscal year. 
ACCOUNTING CODE MANUAL 
·REVENUE BOND AND AUXILIARY ENTERPRISES 
DESCRIPTION OF CODES 
The code is thirteen digits long. There are five parts to 
the code and each part has its own purpose, definition and 
a specific number of digits. 
DEFINITION 
SOURCE OF FUNDS 
BUDGET ACTIVITY 
ORGANIZATIONAL UNIT 
BUDGET DESCRIPTIONS 
ACCOUNT CODE 
SOURCE OF FUNDS 
NUMBER OF DIGITS 
2 
1 
2 
3 
3 
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The purpose of this code is to record the origin of money 
which may require specific accounting procedure. The codes 
in this area were assigned to clarify which set of account 
numbers are to be used. (See Exhibit I) 
BUDGET ACTIVITY 
The purpose of this code is to allow budgets to be categorized 
under specific titles. These numbers were assigned con-
secutively in an organizational manner. (See Exhibit II) 
ORGANIZATIONAL UNIT 
The purpose of these codes and titles is to further break 
down the budget activities into meaningful sub-categories . 
The numbering scheme is sequential with the possibility of 
assigning five additional units within a budget activity. 
Assigning additional codes is possible by using unassigned 
codes from another budget activity. (See Exhibit II) 
BUDGET DESCRIPTIONS 
The purpose of these codes is to give budget , revenue bond , 
etc . a unique accounting number. (They could be referred 
to as department de$criptions . ) Assigning additional codes 
is possible by using unassigned codes from another organ-
izational unit. (See Exhibit II) 
ACCOUNT CODE 
The purpose of these codes is to identify the account type 
for a specific entry. There are three sets of account codes 
which, depending on the source of funds, will allow entries 
sufficient to produce the desired types of statements . 
(See Exhibit II) 
, .. 
EXHIBIT I 
REVENUE BOND AND AUXILIARY ENTERPRISES 
SOURCE OF FUNDS 
CODE 
10 
11 
12 
21 
22 
23 
24 
31 
General Revenue or Income Fund 
General Revenue 
Income Fund 
Illinois Building Authority 
University Building Authority 
Revenue Bonds 
Auxiliary Enterprises 
Other Income 
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EXHIBIT II 
REVENUE BOND AND AUXILIARY ENTERPRISES 
DESCRIPTIVE TITLES 
AUXILIARY ENTERPRISES 
SOURCE OF FUNDS - REVENUE BOND 
r
BUDGET ACTIVITY - STUDENT HOUSING 
r
ORGANIZATIONAL UNIT - BOND SERIES NUMBER 
[
BUDGET DESCRIPTION - STATEMENT NUMBER 
!ACCOUNT CODE - LINE ITEM 
2~-07-00-0000-000 AUXILIARY ENTERPRISES 
24-07-60-0000-000 AUXILIARY ENTERPRISES 
24-07-60-0571-000 GARAGE REVOLVING FUND 
24-07-60-0572-000 LAB SCHOOL HOT LUNCH 
24-07-60-0573-000 TEXTBOOK LIBRARY 
24-07-60-0574-000 PEMBERTON HALL 
,_, 
,i:,. 
EXHIBIT II (CONT . ) 
REVENUE BOND AND AUXILIARY ENTERPRISES 
DESCRI PTIVE TITLES 
REVENUE BOND 
SOURCE OF FUNDS - REVENUE BOND 
r
BUDGET ACTIVITY - STUDENT HOUSING 
r
ORGANIZATIONAL UNIT - BOND SERIES NUMBER 
. r BUDGET DESCRI PTION - STATEMENT NUMBER 
f ACCOUNT CODE - LINE ITEM 
23- 06-00- 0000-000 STUDENT HOUSING OTHER 
23- 06-46- 0000 - 000 SERIES 1957 
23- 06-46- 0390- 000 BALANCE SHEET OR OTHER I NCOME AND EXPENSE 
23- 06 - 46 - 0391- 000 UNIVERSITY APARTMENTS INCOME AND EXPENSE 
23- 06 - 47- 0000- 000 SERIES 1962 
23- 06- 47- 0410 - 000 BALANCE SHEET OR OTHER I NCOME AND EXPENSE 
23 - 06- 47- 0411- 000 THOMAS HALL DORM INCOME AND EXPENSE 
23 - 06 - 47- 0412- 000 THOMAS HALL FOOD SERVICE INCOME AND EXPENSE 
23- 06 - 47- 0413- 000 LINCOLN- DOUGLAS FOOD SERVICE INCOME AND EXPENSE 
23- 06- 48- 0000 - 000 SERIES 1963 
23-06- 48- 0430- 000 BALANCE SHEET OR OTHER INCOME AND EXPENSE 
23- 06-48- 0431- 000 ANDREWS HALL DORM INCOME AND EXPENSE 
23 - 06 - 48- 0432- 000 ANDREWS HALL FOOD SERVICE INCOME AND EXPENSE 
23-06- 48- 0433- 000 FORD, McKINNEY , WELLER DORMS INCOME AND EXPENSE 
23-06- 49 - 0000- 000 SERIES 1963A 
23-06-40-0450- 000 BALANCE SHEET OR OTHER INCOME AND EXPENSE 
23-06-49- 0451- 000 BOWLING ALLEY & REC ' N AREA INCOME AND EXPENSE 
23 - 06 - 49- 0452- 000 LINCOLN- DOUGLAS HALL DORM INCOME AND EXPENSE 
23- 06 - 49 - 0453- 000 GENERAL UNION INCOME AND EXPENSE 
23-06-49- 0454-000 GREGG TRIAD FOOD SERVICE INCOME AND EXPENSE 
23- 06 - 49- 0455- 000 LOBBY SHOP & BOOKSTORE INCOME AND EXPENSE 
23- 06 - 49 - 0456-000 UNION FOOD SERVICE INCOME AND EXPENSE 
I-' 
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EXHIBI T I I (CONT . ) 
REVENUE BOND AND AUXILIARY ENTERPRISES 
DESCRIPTIVE TITLES 
REVENUE BOND 
SOURCE OF FUNDS - REVENUE BOND 
r
BUDGET ACTIVITY - STUDENT HOUSING 
r
ORGANIZATIONAL UNIT - BOND SERIES NUMBER 
[
BUDGET DESCRIPTION - STATEMENT NUMBER 
! ACCOUNT CODE - LINE ITEM 
2"3- 06 - 49-0~57- 000 UNI ON CHECK CASHING SERVICE 
23- 06- 50- 0000 - 000 SERIES 1965 
23- 06 - 50- 0470- 000 BALANCE SHEET OR OTHER INCOME AND EXPENSE 
23- 06 - 50- 0471- 000 PEMBERTON HALL DORM INCOME AND EXPENSE 
23- 06 - 50- 0472 - 000 PEMBERTON HALL FOOD SERVICE INCOME AND EXPENSE 
23- 06- 50- 0473- 000 TAYLOR HALL .DORM I NCOME AND EXPENSE 
23- 06 - 50- 0474 - 000 TAYLOR HALL FOOD SERVICE INCOME AND EXPENSE 
23- 06- 50- 0475 - 000 UNIVERSITY APARTMENTS ADD ' N INCOME. AND EXPENSE 
23- 06 - 51- 0000 - 000 SERIES 1966 
23- 06 - 51- 0490 - 000 BALANCE SHEET OR OTHER INCOME AND EXPENSE 
23- 06 - 51- 0 491- 000 LAWSON HALL DORM I NCOME AND EXPENSE 
23- 06- 51- 0492- 000 LAWSON HALL FOOD SERVICE INCOME AND EXPENSE 
23- 06- 51- 0493- 000 STEVENSON HALL DORM INCOME AND EXPENSE 
23- 06 - 51- 0 494-0 00 STEVENSON TOWER FOOD SERVICE INCOME AND EXPENSE 
23- 06 - 52- 0000 - 000 SERIES 1967 
23- 06 - 52- 0510 - 000 BALANCE SHEET OR OTHER INCOME AND EXPENSE 
23- 06 - 52-0511- 000 NEW APARTMENTS INCOME AND EXPENSE 
23- 06 - 54- 0000 - 000 SERIES 1969 
23- 06 - 54- 0520- 000 BALANCE SHEET OR OTHER INCOME AND EXPENSE 
23-06- 54- 0521- 000 CARMAN HALL DORM INCOME AND EXPENSE 
23- 06 - 54- 0522 - 000 CARMAN HALL FOOD SERVICE INCOME AND EXPENSE 
..... 
°' 
' ·' 
EXHIBIT III 
REVENUE BOND AND AUXILIARY ENTERPRISES 
CHART OF ACCOUNTS 
ASSETS 
LIABILITIES AND SURPLUS 
INCOME 
COST OF GOODS SOLD 
EXPENDITURES 
100 
200 
300 
400 
500-800 
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REVENUE BOND AND AUXILIARY ENTERPRISES 
CHART OF ACCOUNTS 
110 
111 
112 
11 3 
114 
115 
116 
117 
11 8 
119 
119. 1 
1 20 
121 
1 22 
1 23 
124 
125 
126 
127 
128 
1 29 
1 29 .1 
130 
131 
132 
1 33 
134 
135 
139 
1 40 
1 41 
1 42 
1 43 
144 
1 45 
1 46 
149 
150 
151 
152 
153 
REVENUE BOND AND AUXILIARY ENTERPRISES 
CHART OF ACCOUNTS 
ASSETS (100- 199) 
Cash (Control Account) 
Change Fund 
Revenue Bond 
Operation and Maintenance 
Bond ACc"<:>Un t 
19 
Depreciation Account (Repai r & Repl acement) 
Bond Reserve Account 
Construction Account 
Depreciation-Equipment (Series 1957 & Auxiliary) 
Union Deposit Account 
Construction Account - Series 1971 
Investments (Contro l Account) 
Revenue Bond 
Bond Account 
Depreciation Account (Repair & Rep l acement) 
Bond Reserve Account 
Construction Account 
Depr eci ation-Equipment (Series 1957 Only) 
Reserve for Sel f Insurance 
Auxiliary Investments 
Construction Account 
Accounts Receivabl e (Control Account) 
General 
Due from Other Seri es 
DVR Receivables 
ISSC Recei vables 
Accrued Interest Receivable 
Inventory (Contr o l Account) 
Food 
Suppl ies 
Books 
Gasoline 
Oil 
Containers 
Depreciation Books 
Prepaid Expenses (Contro l Account) 
Prepaid Insurance 
Supp l ies Deferred 
Financial Expense 
160 
161 
162 
1 63 
164 
165 
167 
168 
169 
1 70 
171 
172 
1 73 
175 
1 80 
1 81 
182 
183 
184 
185 
186 
187 
188 
189 
Equipment (Control Account) 
Food Service 
University Apartments 
Dormitory Furnishings 
Stadium 
Textbook Library 
General Union , Game Room, Bookstore s , etc . 
Automotive- Sedans and Station Wagons 
Reserve for Depreciation 
Construction in Progress (Control Account) 
Construction in Progress 
Construction in Progress - Intangibles 
Construction in Progress - Union Add. 
Buildin~ (C~ntrol Account) 
Dormitories 
Other Buildings 
Unive rsity Apartments 
University Unio.n 
Gregg Triad 
Stadium 
Lantz P . E . Building 
Parking Lots and Playing Courts 
Site Improvements 
20 
REVENUE BOND AND AUXILIARY ENTERPRISES 
CHART OF ACCOUNTS 
21 
LIABILITIES AND NET WORTH (200-299) 
Credit Balances 
210 
211 
213 
214 
215 
216 
217 
218 
219 
220 
221 
230 
231 
232 
233 
234 
235 
236 
237 
240 
241 
242 
250 
251 
252 
253 
254 
· 255 
260 
261 
270 
271 
280 
281 
282 
283 
Accounts Payable (Control Account) 
Accounts Payable Trade 
Housing Penalty Payments 
Due to Other Funds - Intra Fund 
Intra Fund Housing - Fall 
Intra Fund Housing - Winter 
Intra Fund Housing - Spring 
Intra Fund Housing - Swmner 
Contracts Payable 
Accrued Interest Payable (Control Account) 
Accrued Interest Payable 
Deferred Income (Control Account) 
Deferred Income· - Board 
Deferred Income Room 
Deferred Income - Student Union & P . E . Building 
Deferred Income - Foodball Stadium 
Deferred Income 
Deferred Income - Textbook Rental 
Deferred Income - Apartment Rent 
Bonds Payable (Control Account) 
Bonds Payable 
Premium on Bonds Payable 
Reserves (Control Account) 
Depreciation Equipment (Series 1957 Only) 
Depreciation Building 
Bonds Retired 
Bond Reserve 
Reserve for Self Insurance 
Capital Surplus (Control Account) 
Capital Surplus 
Surplus Transferred To and From Other Enterprises 
(Control Account) 
Surplus Transferred To 
Accumulated Earnings (Control Account) 
Earned Surplus 
Current Profit (or Loss) from Operations 
Funds Provided by University Building Fund 
REVENUE BOND AND AUXILIARY ENTERPRISES 
CHART OF ACCOUNTS 
INCOME (300-399) 
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Credit Balances 
310 
311 
312 
313 
314 
315 
316 
317 
319 
320 
321 
322 
323 
324 
325 
326 
327 
329 
340 
341 
342 
343 
349 
350 
351 
352 
353 
354 
355 
359 
360 
361 
362 
363 
364 
367 
369 
370 
371 
373 
379 
Room Income (Control Account) 
Rent 
Guest Room 
Vending Machine 
Forfeits of Room Deposits 
Damages 
Lost Items 
Cleaning 
Miscellane ous 
Board Income (Control Account) 
Board 
Guest Meals 
Cafeteria 
Snack Shop 
Catering - Taxable 
Catering - Non-Taxable 
Contract Meals 
Miscellaneous 
451 Recreation and Bowling (Control Account) 
Bowling Lanes 
Recreation Room 
Vending Machine 
Miscellaneous 
455 Lobby Shop and Bookstore (Control Account) 
Supplies Sales 
Non-Taxable Sales 
Paperback Sales 
Novelties Sales 
Vending Machine Income 
Miscellaneous 
573 Textbook Library (Control Account) 
Book Rent 
Books Sold 
Books Lost 
Discards Sold 
Fines 
Miscellaneous 
571 Garage Revolving Fund (Control Account) 
Fleet Income 
Vehicle Service Sales 
Miscellaneous 
380 
381 
382 
383 
384 
385 
386 
389 
390 
391 
392 
393 
Other Income (Control Account) 
Student Fees or Bond Fees 
Interest Income 
Utilities Paid by State 
Work Study 
Gain on Disposal of Assets 
Penalty Payment Income 
Miscellaneous 
457 Union Check Cashing (Control Account) 
Service Fee Income 
Bad Check Fine 
Miscellaneous 
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Purchases 
410 
411 
412 
413 
414 
430 
431 
440 
441 
442 
450 
451 
452 
453 
454 
455 
456 
457 
458 
459 
460 
461 
REVENUE BOND AND AUXILIARY ENTERPRISES 
CHART OF ACCOUNTS 
COST OF GOODS SOLD (400-499) 
Lobby Shop & Bookstore (Control Account) 
Supply .Purchases 
Non-Taxable Purchases 
Paperback Purchases 
Novelties Purchases 
Bowling and Recreation (Control Account) 
Supplies 
Garage Revolving Fund (Control Account) 
Gasoline 
Oil 
Food Service (Control Account) 
Food Purchases 
Eggs 
Potato Chips & Related Products 
Cheese 
I ce Cream Products 
Milk & Other Dairy Products 
Bread & Buns 
Donuts & Sweet Rolls 
Food Purchases for (or by) Other Series 
(Control Account) 
Purchases for Other Series 
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· · REVENUE BOND AND AUXILIARY ENTERPRISES 
CHART OF ACCOUNTS 
EXPENDITURES (500-889) 
_5_o_o_-_6_o_o_-~7_o_o~_o-p~e_r_a~t_i_n~g_Expenses (Control Accounts) 
511 
512 
513 
514 
521 
531 
532 
533 
534 
535 
541 
542 
543 
54 4 
54 5 
546 
551 
552 
553 
554 
555 
556 
557 
558 
559 
561 
565 
571 
577 
581 
585 
600 
610 
611 
620 
621 
Faculty - University Apartments 
Faculty - Union 
Faculty .. Housing 
Faculty - Food Services 
Indirect Personnel 
Secretaries 
Housing Custodial Supervisor 
Mai ntenance 
Janitors - Housing 
Maids 
FSA - Chief Clerk - Storekeeper 
Cooks 
Cooks Helpers . 
Kitchen Laborers 
Food Service Custodial Supervisor 
Janitors - Food Service 
Managers 
Cashier 
Bookstore Clerk 
Secretaries 
FSA ' s 
Cook 
Cook Helpers 
Kitchen Store Laborer 
Food Service Area Supervisor 
Janitor 
Garage Attendant 
Student Help 
Student Work- Study 
Group Insurance 
Retirement 
Fixed Operating Costs (Control Account) 
Depreciation 
Automotive 
Insurance (Control Account) 
Boiler 
25 
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500-600-·100 Operating Expense (Control Accounts) (Cont'd) 
600 
620 
622 
624 
630 
632 
640 
641 
700 
710 
701 
702 
703 
704 
705 
706 
707 
708 
709 
711 
712 
720 
721 
722 
730 
731 
732 
733 
734 
735 
737 
738 
739 
740 
741 
742 
743 
744 
745 
746 
747 
750 
751 
752 
Fixed O erating Costs (Control Account) (Cont'd) 
Insurance Continued 
Fire and Extended Coverage 
Car Insurance 
Utilities (Control Account) 
Heat , El~ctricity, Water 
Telephone (Control Account) 
Monthly Service Charge 
Variable Operating Cost (Control Account) 
Office and Administrative Expense (Control Account) 
Date Processing 
Progranuning 
Printing 
Flowers and Decorating 
Freight Out 
Toll Call - Te l ephone 
Auto License, Title , and Decals 
Office Supplies 
Miscellaneous 
Cash Short and Over 
Central Office Supplies 
Laundry (Control Account) 
Laundry and Cleaning 
Uniforms and Linen Rental 
Supplies (Control Account) 
Kitchen Supplies 
General and Paper Supplies 
Cleaning and Janitor Supplies 
Uniforms and Linen Supplies 
Fuel 
Credit Card Purchases 
Dish Room Supplies 
Filters 
Repairs and Maintenance (Control Account) 
Buil ding 
Equipment 
Auto - General 
Tires 
Maintenance - Elevators 
Maintenance - Typewriter 
Fire Extinguisher Inspection 
Other Services (Control Account) 
Cable T.V . 
Trash and Garbage Removal 
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500- 600-)00 Operating Expense (Contro l Accounts) (Continued) 
700 
750 
753 
754 
755 
760 
761 
762 
770 
771 
780 
781 
782 
783 
784 
785 
786 
787 
790 
791 
800 
802 
803 
806 
809 
Variable Operating Cost (Control Account) (Cont'd) 
Other Services (Control Account) (Continued) 
Pest Control 
Engine2ring Service 
Legal Services 
Taxes (Control Account) 
Sales 
Hotel 
Cost of Textbooks (Control Account) 
Depreciation - Textbooks 
Trave l (Control Account) 
Meals 
Lodging 
Plane and Train Fare 
Car Expense 
Incidentals 
Vehicle Service Charges 
Motor Pool Mileage Expense 
Expenditures Paid for (or by) Other Series 
(Control Account) 
Food Service Allocation 
Other Non-Operating Expenses (Control Account) 
Interest 
Financial-Fiscal Agents and Bank Fees 
Loss on Disposal of Equipment 
Miscellaneous 
REVENUE BOND AND AUXILIARY ENTERPRISES 
CONSISTS OF CHART OF ACCOUNTS 
REVENUE BOND AND AUXILIARY ENTERPRISES 
CONSISTS OF CHART 0~ ACCOUNTS 
INCOME (300-399) Credit Balances 
310. Room Income - Total of accounts 311 to 319. 
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311 . Rent - Room income .. for students in residence hall and 
University Apartment prorated to months . Off-
setting charge to a/c 231 , a deferred income . 
312 . Guest Room - Receipts from overnight guests in dorms . 
313. Vending Machines - Income from the various vending 
machines l ocated in the dorms and apartments. 
Laundry machine , can~y machine , commission on pay 
phones. 
314. Forfeits of Room Deposits - Portion of the $25.00 dorm 
deposit that is forfeited because of breakage , 
damage, or cancellation. Lost keys , l inen, cleaning 
charges , unpaid telephone charges . 
319 . Miscellaneous - Cable T.V . income from dorm director 
and other minor receipts. 
320. Board Income - Total of accounts 321 to 329 . 
321. Board - Meals for students in residence halls pro-
rated to months . Offsetting charge to a/c 232, 
deferred income . 
322. Guest Meal - Receipts from guests served by the Univ-
ersity food service. 
323. Cafeteria - Receipts from University Union cafeteria. 
324. Snack Shop - Receipts from University Union snack 
shop. 
325 . Catering - Taxable receipts from University Union 
catering service to non-exempt groups . 
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327 . Contract Meal s - Meals served by University Union to 
students unable to be served by their assigned 
dorms because of class schedules . 
328 . Empl oyee Meal - Income from meals served to employees . 
329. Miscellaneous - Income from sale of food service bi-
products (lard , etc . ) and other minor items . 
340. Recreation and Bowling - Total of accounts 341 to 349 . 
341 . Bowling Lanes - Receipts from operation of bowling 
alleys . 
34 2 . Recreation Room - Receipts from pool tabl es, ping 
pong tables, cards , etc. 
343 . Vendi ng Machine - Income from various machines in 
recreation room . 
349 . Miscel laneous - Receipts from game machines and other 
small items . 
350. Lobby Shop and Bookstore - Total of accounts 351 to 
359 . 
351 . Lobby Shop - Sales of tobacco , jewel ry , sweatshirts , 
candy , etc . 
352 . Uni on Book Store - Sales of school supplies , paperback 
books , magazines , books , etc . 
353 . Vending Machine - Income from various vending machines 
in Lobby Shop and Bookstore . 
359 . Miscellaneous. 
360 . Textbook Library - Total of accounts 361 to 369 . 
361 . Book Rent - Textbook rental prorated to months . 
Offsetting charge to a/c 233 , deferred income . 
362 . Books Sold - Textbooks sold to students and faculty . 
363. Books Lost - The ,book value of rented textbooks 
charged to the student . 
364 . Discard - Sal es of discarded textbooks . 
365 . Supplies - School supplies (Sold in Union Bookstore 
now) . 
366 . Paperback - (Sold in Uni on Bookstore now) . 
· 367 . F i nes - Fines for not r eturning books by due date . 
369 . Misce l laneous . 
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370 . Gar age Revol v i ng Fund - Total of accounts 371 to 379 . 
371. Fleet mi leage - Income on motor pool cars charged at 
the r ate of . 07 a mile . 
372 . Motor pool mileage - Offset to account 371 . The 
mileage on motor pool cars which is not chargeable 
to any parti cul ar department . 
373 . Vehicle Service Sales - Recei pts f r om servici ng non-
motor pool cars . 
379 . Miscellaneous. 
380 . Other Income - Income from sources excluding the 
every day operating transaction of the project . 
381 . Student Fees - Fees collected from the students for 
bond fees : 
Student Union 
Footbal l Stadium 
P.E . Building 
$18 . 50 
$ 7 . 50 
$ 7 . 50 
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382 . Interest Income - Interest income received on invest-
ments. 
383. Utilities - Paid by State. 
384. Work Study - The Federal share (80%) of the compensation 
of students employed in a College work- study program . 
389 . Miscellaneous Income . 
REVENUE BOND AND AUXILIARY ENTERPRISES 
CONSISTS OF CHART OF ACCOUNTS 
EXPENDITURES (500-689) 
500 . Personnel Costs - Total of al l personal cost for 
faculty , civil servi ce , student , and student 
work study . · ·· 
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510 . Faculty Personal Costs - Total of all faculty salaries 
(accounts 511 to 519) . 
511 . Facul ty Unit Admini stration Personal - Facul ty sal ari es 
that are directly assignable to an individua l hall 
or facility . 
51 2 . Faculty Central Admini stration Personal - Faculty 
salaries of employees in central offices prorated 
to each hal l or facility . 
520 . Civil Service Personal Cost - Total of all civil service 
salaries and wages . (accounts 52 1 to 529) 
521 . Civil Service Unit Administration Personal - Civi l 
service employees in office and supervisory positions 
in each hall or faci l ity . 
522 . Civil Ser v i ce Central Administration Personal - Civil 
service employees in office and supervi sory po-
sitions in central offices prorated to each hall or 
facility . 
523 . Civil Service Unit Non- Administration Personal Services 
- Sal aries and wages of emp l oyees that are directl y 
assignable to each hal l or facili ty . 
524 . Civil Servi ce Central Non- Administration Personal 
Services - Sal aries and wages of employees in 
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central offices prorated to each hall or facility. 
530. Student Personal Cost - Total of all student wages 
(accounts 531 to 539). 
531. Student Unit Personal Services - Student wages directly 
assignable tq ~n individual hall or facility. 
532. Student Central Personal Services - Students employed 
.in central offices prorated to each hall or facility. 
540. Student Work Study Personal Cost - Total of all students 
employed under the work study program. 
541. Student Work Study Unit Personal Services - Students 
employed under the work study program that are 
directly assignable to an individual hall or facility. 
542. Student Work Study Central Personal Services - Students 
in central offices employed under the work study 
program that are prorated to each hall or facility. 
550. Group Insurance - The portion of state employees group 
560. 
600. 
610. 
611. 
612. 
613. 
620. 
insurance contributed by the State of Illinois. 
Retirement Contributions. 
Fixed Operating Cost - All operating expenses that 
are fixed or predetermined amounts. 
Depreciation - Total of accounts 611 to 619. 
Automobile - Depreciation expense on the automobiles 
in the motor pool. 
Building. 
Equipment. 
Insurance. 
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621 . Boiler - Insurance protection of the boi l ers in dorms 
and the University Apartments heating plants . 
622 . Fire and Extended Coverage~ Insurance protection 
against fire , wind, hail, e xp l osion, riot, a i r -
craft , smoke, and business interruption for dorms 
and food services . 
623. State Treasury Bond - Bond on the State Treasurer in 
Offi ce. 
624 . Fleet Car Insurance - Liabi l ity i nsurance on auto-
mobi l es (Garage Revolvi ng fund and Univer sity 
Apartments) • 
630 . Utilities - Total of accounts 631 to 639. 
6 31. Heat. 
632 . El ectricity . 
633 . Water . 
634. Sewage Charges . 
6 40. Telephone - The month l y charge for tel ephone service. 
(Does not incl ude toll calls .) 
700. Variable Operating Costs - Operating expenses that 
will vary in amount and frequency . (accounts 700 
to 799) 
71 0 . Office and Administrative Expense - Expenses incurred 
in adrnini'Stration and are not a llocabl e to part-
icular hall or facility . (accounts 700 to 719} 
701. Data Processing - Charges a l located for computer rental. 
702 . Programming - Orientati on , film rental, speakers, 
r e f reshments and registrati on fees . 
703 . Printing - Printing and duplicating expense that is 
allocated or dir ectly assignable to a particular 
project . Resi dence Hall handbooks. 
704 . Flowers and Decorations - Floral arrangements , bud 
vases , centerp_ieces , candles , Christmas trees , 
decorations , etc . 
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705. Freight Out - Shipping charges on returned merchandise . 
706 . Toll Call - Telephone - Monthly toll call charges 
(Not monthly service charge) , Telegraph 
707. Auto License , Titles & Decal s - Charges for license , 
titles , and decals on car s i n the motor pool f l eet . 
(Garage Revolving fund only) . 
708 . Office Supplies - Items such as the following: 
Paper 
Carbon 
Penci l s 
Staples 
Rubber Bands 
Postage 
Microfilm Book Ends 
Machine Ribbons Money Receipt 
Books 
Duplicating Supplies Document Car riers 
Enve l opes Pictures for 
Handbooks 
Cal endar Refills Cash Register Tape 
Typewriter Pads Rubbe r Stamps 
709 . Miscellaneous Expense 
Dues 
Subscriptions· 
Publications 
Advertising (Bids) 
Books 
711 . cash Shor t & Over . 
7 20 . Laundry - Total of accounts 721 to 729 . 
721 . Laundry & Cleaning Items - Sheets , towels , tabl ecl oth~, 
l 
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aprons , coats , pants , shirts , caps , drapes , etc . 
722 . Uniforms & Linen Rental - Laundry items that are rented 
from professional laundries. 
730 . Supplies - Total of accounts 731 to 739. 
731 . Kitchen Supplies . - ~ 
Compounds 
Oven Cleaners & 
Bleach 
China 
732 . General Supplies -
Napkins 
Placemats 
Doilies 
Paper Plates , 
Cups 
Straws 
Wrapping , Freezer 
& Butcher Paper 
Tampax 
Screw Drivers 
Silverware 
Pot Mitts 
Wiping Cloths 
Butterchips & 
Souf~le Cups 
Pan Liners 
Banquet Paper 
Patty Paper 
Sandwich Wrap 
Paper Bags 
Kotex 
Putty Knives 
& Blades 
733 . Cleaning & Janitorial Supplies -
Wax Humidifier 
Tablets 
Mops Mouse Traps 
Brooms Bowl Brushes 
Pails Small Tools 
Bleach Rags 
Mixing Bowl Set 
Saran Wrap 
Chain 
Paper Cups & 
Aprons 
Bolts , etc . 
Plastic Spoons 
Coffee Filters 
Extension Cords 
Light Bulbs 
Toilet Tissue 
Twine & Rope 
Polish Brushes 
& Pads 
Bench Brushes 
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733 . Cleaning & Janitorial Supplies (Continued) 
Vacuum Sweeper Bags 
Chromate 
Dust Cloths Rock Salt 
734. Uniforms and Linen Supplies -
Uniforms & Dresses -· 
Pants & Jackets 
Aprons 
Hairnets 
Blankets 
Napkins & 
Tablec l oths 
Towe l s 
Name Tags 
Mattress Pads 
Thread 
Pillow Covers 
Pillows 
735 . Gasoline or Diesel Fuel. 
736 . Oil - Motor. 
737 . Credit Card Purchases of Gasoline and Oil (Motor Pool 
Only) . 
738 . Expenses onl y for other debts . (Garage Revolving 
Fund Only). 
74 0 . Repairs & Maintenance - Total of accounts 741 to 749 . 
741. Building Repairs -
Parts & Labor 
University Craft 
Labor 
Heating Plant 
Glass Replacement 
742 . Equipment Repairs -
Furniture (Pi ano 
Tuning) 
Parts , Material & 
Labor 
Light Fixtures 
Bui l ding 
Remode l ing 
Plumbing 
Fixtures 
Wash Windows 
Change Com-
bination of 
Locks 
Inspecti on of 
Trash Chutes 
Food Preparation Equipment 
(Mixers , Appliances , Choppers) 
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743. Auto - General -
Material, Parts & Labor Tune- ups , Body Repair, etc. 
744. Tires - Tires, tubes , valve stems , etc . for motor 
pool fleet . 
745 . Maintenance cont~act - Elevators . 
746. Maintenance contract - Typewriters . 
747. Fire extinguisher inspection . 
750. Other Services . 
751. Cable T . V. 
752. Garbage removal & trash . 
753. Pest Control. 
760. Taxes - Total of accounts 761 to 769. 
761 . Sales - Illinois sal es tax on non-exempt sales . 
762. Hotel - Tax on non-exempt room rental; certain 
workshops or summer camps . 
770. Cost of textbook . 
780. Travel - Meals, lodging, plane and train fares , car 
expenses and incidentals for conferences , meetings , 
and workshops . 
781. Meals. 
782. Lodging. 
783. Plane & Train Fare . 
784. Car expense . 
785. Incidental s - Parking fees, toll fees. 
800 . Non- Operating Expense - Expenses incurred that are 
not part of the day to day operation of a part-
icular faci l ity , but · involve the entire bond 
series or project. (accounts 800 to 899) 
801 . Principal - Payment of principal on the bonds out-
standing. 
802 . Interest - Interest payments on the bonds. 
803. Financial - Fiscal. agents and bank fees for paying 
bond coupons. 
804. Capital Improvements . 
805 . Gain on Trade of Equipment. 
806 . Loss on Disposal of Equipment. 
807 . Depreciation Reserve - Reserve required by the bond 
resolution to be used for the purpose of paying 
the cost of extraordinary repairs , upkeep and 
replacements in, on , or about the project . 
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808 . Bond Reserve - Reserve required by the bond resolution 
held for use solely and to the extend necessary 
for the payment of principal or interest in case 
of default. 
809. Miscellaneous. 
INDEX OF 
CHART OF ACCOUNTS 
709 
742 
734 
743 
707 
707 
743 
707 
743 
732 
803 
732 
734 
733 
731 
803 
321 
732 
801 
808 
708 
361 
352 
352 
733 
341 
314 
733 
733 
704 
741 
732 
751 
319 
323 
708 
704 
351 
313 
804 
784 
708 
342 
708 
711 
325 
704 
732 
INDEX OF 
CHART OF ACCOUNTS 
Advertising 
Appliance Re pairs 
Aprons 
Auto Body Repair 
Auto Decals 
Auto License 
Auto Re pair 
Auto Titles 
Auto Tune Ups 
Bags-Paper 
Bank Fees 
Banquet Paper 
Blanke ts 
Bleach-Janitor Supplies 
Bleach-Kitche n Supplie s 
Board Coupon Fees 
Board Income 
Bolts 
Bond .Principal Payment 
Bond Reserve 
Book Ends 
Book Rental Income 
Book Sales-Union 
Book Store Income 
Bowl Brushes 
Bowling Lane Income 
Breakage Income 
Brooms 
Brushes 
Bud Vases 
Building Remodeling 
Butterchips 
Cable T.V. 
Cable T . V. Re ce ipts from 
Dorm Director 
Cafete ria Re c e ipts 
Calendar Refills 
Candles 
Candy Sales 
Candy Ve nding Machine Inc. 
Capital Improvements 
Car Expe nses 
Carbon 
Card Games Income 
Cash Re gister Tapes 
Cash Short & Over 
Catering Income- Taxable 
Cente rpieces 
Chai.n 
42 
731 
704 
733 
521 
522 
523 
524 
721 
733 
313 
731 
327 
737 
314 
701 
704 
611 
612 
613 
807 
735 
708 
732 
734 
721 
709 
703 
708 
733 
745 
328 
708 
742 
738 
732 
511 
511 
702 
803 
747 
371 
704 
742 
329 
China 
Christma.s Trees 
Chromate 
Civil Service Salaries-
Administrative Unit 
Civil Service Salaries-
Administrative Central 
Civil Service Salaries 
Unit Non Administrative 
Civil Service Salaries 
Central Non Administrative 
Cleaning Drapes 
Cleaning Supplies 
Commission Income on 
Pay Phones 
Compounds 
Contract Meals Income 
Credit Card Purchases 
Damage Income 
Data Processing 
Decorations 
Depreciation-Auto 
Depreciation-Building 
Depreciation-Equipment 
Depreciation-Reserve 
Diesel Fuel 
Document Carriers 
Doilies 
Dresses 
Dry Cleaning 
Dues 
Duplicating 
Duplicating Supplies 
Dust Cloths 
Elevator Maintenance Contract 
Employee Meals Income 
Envelopes 
Equipment Repairs 
Expense Paid for Other Debts 
Extension Cords 
Faculty Salaries-Central 
Faculty Salaries-Unit 
Film Rental 
Financial Expense 
Fire Extinguisher Inspection 
Fleet Mileage Income 
Flowers 
Food Mixer Repairs 
Food Service Bi-products Sales 
43 
732 
705 
742 
805 
752 
735 
741 
550 
322 
312 
702 
734 
741 
762 
733 
761 
741 
621 
622 
624 
623 
802 
382 
734 
351 
731 
732 
721 
721 
721 
721 
721 
721 
721 
721 
313 
733 
741 
722 
734 
351 
741 
782 
806 
314 
314 
Freezer Paper 
Freight Out 
Furniture Repairs 
Gain on Trade of Equipment 
Garbage Removal 
Gasoline 
Glass Repair 
Group Insurance 
Guest Meals Income 
Guest Room Income 
Guest Speakers 
Hairnets 
Heating Plant Repairs 
Hotel Tax 
Humidifier Tablets 
Illinois Sales Tax 
Inspection of Rubbish Chutes 
Insurance-Boiler 
Insurance-Fire & Extended 
Coverage 
Insurance-Fleet Car 
Insurance-State Treasury Bond 
Interest Expense 
Interest Income 
Jackets 
Jewelry Sales 
Kitchen Supplies 
Kotex 
Lard Sales 
Laundry Aprons 
Laundry Caps 
Laundry Coats 
Laundry Pants 
Laundry Sheets 
Laundry Shirts 
Laundry Tablecloths 
Laundry Vending Machine Inc. 
Light Bulbs 
Light Fixtures 
Linen Rental 
Linen Supplies 
Lobby Shop Income 
Lock Combination Charges 
Lodging 
Loss on Disposal of Equipment 
Lost Keys Income 
Lost Linen Income 
44 
708 
352 
740 
745 
746 
734 
781 
708 
731 
733 
736 
372 
733 
734 
734 
732 
736 
702 
380 
750 
731 
733 
732 
734 
708 
732 
732 
732 
732 
352 
785 
743 
741 
742 
732 
708 
753 
742 
708 
734 
734 
342 
732 
783 
741 
741 
733 
733 
342 
Machine Ribbons 
Magazine Sales 
Mainte nance Building 
Maintenance Contracts- Elevator 
Maintenance Contracts-Typewriter 
Mattress Pads 
Meals-Travel 
Microfilm 
Mixing Bowls 
Mops 
Motor Oil 
Motor Pool Mileage 
Mousetraps 
Name Tags 
Napkins-Linen 
Napkins-Paper 
Oil 
Orientation Expenses 
Other Income 
Other Services 
Oven Cleaner 
Pails 
Pan Liners 
Pants 
Paper 
Paper Bags 
Paper Cups 
Paper Plates 
Paper Supplies 
Paperback Book Sales 
Parking Fees 
Parts & Labor-Auto Repairs 
Parts & Labor-Bldg . Repairs 
Parts & Labor-Equipment Repairs 
Patty Paper 
Pencils 
Pest Control 
Piano Tuning 
Picture s for Handbook 
Pillows 
Pillow Covers 
Ping Pong Income 
Place mats 
Plane Fare 
Plumbing Fixtures 
Plumbing Repairs 
Polish Brushes 
Polish Pads 
Pool Tables Income 
45 
708 
731 
703 
702 
709 
732 
733 
708 
343 
702 
702 
740 
560 
733 
314 
314 
311 
733 
708 
708 
761 
732 
732 
352 
732 
705 
731 
733 
324 
708 
623 
732 
381 
381 
381 
532 
531 
542 
541 
709 
351 
734 
732 
640 
706 
770 
364 
367 
363 
Postage 
Pot Mitts 
Printing 
Programming 
Publications 
Putty Knives 
Rags 
.. Receipt Books 
Recreation Room Game 
Machine Income 
Refreshments 
Registration Fees 
Repairs-Building 
Retirement Contributions 
Rock Salt 
Room Cancellation Income 
Room Cleaning Charges Income 
Room Rent-Income 
Rope 
Rubberbands 
Rubber Stamps 
Sales Tax 
Sandwich Wrap 
Saran Wrap 
School Supplies Sales 
Screw Drivers 
Shipping Charges 
Silverware 
Small Tools 
Snack Shop Receipts 
Staples 
State Treasury Bond 
Straws 
Student Fees-P.E. Bldg. 
Student Fees-Stadium 
Student Fees-Union 
Student Salaries-Central 
Student Salaries-Unit 
Student Workstudy-Central 
Student Workstudy-Unit 
Subscriptions & Books 
Sweatshirts Sales 
Tablecloths 
Tampax 
Telephone Service 
Telephone Toll Calls 
Textbook Costs 
Textbook Discarded Sales 
Textbook Fines for Late Returns 
Textbook Lost Receipts 
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362 
734 
351 
733 
785 
734 
783 
741 
752 
733 
746 
708 
734 
722 
734 
741 
314 
632 
631 
383 
634 
633 
733 
373 
353 
741 
733 
731 
741 
741 
384 
732 
703 
Textbook Sales 
Thread 
Tobacco Sales 
Toilet Tissue 
Toll Fees 
Towels 
Train Fare 
Trash Chutes 
Trash Removal 
Twine 
Typewriter Maintenance 
Contract 
Typewriter Pads 
Uniforms 
Uniform Rental 
Uniform Supplies 
University Craft Labor 
Unpaid Telephone Charges 
Utilities- Electricity 
Utilities-Heat 
Utilities Provided by State 
Utilities-Sewer Charges 
Utilities-Water 
Vacuum Sweeper Bags 
Vehicle Service Sales 
Vending Machine Lobby Shop 
& Store Books 
Wash Windows 
Wax 
Waxing Cloths 
Windows Replaced 
Windows Washed 
Work Study Receipts 
Wrapping Paper 
Xerox 
47 
CHAPTER III 
SUMMARY, CONCLUSIONS AND RECOMMENDATIONS 
SUMMARY 
The purpose of this study was two-fold. One, was to 
provide information regarding the establishment of the 
position Assistant Dean of Residence Hall Management at 
Eastern Illinois University. The second was to develop an 
accounting system for Bond Revenue Projects at Eastern 
Illinois University. 
CONCLUSIONS 
At the present time at Eastern Illinois University there 
exists a capability for analysis and interpretation of fin-
ancial information which provides for management of the 
student housing program. A filing system , vocabulary and 
bookkeeping system has been constructed using codes that 
can be referenced . The following criteria has been es-
tablished . 
1 . Minimized .the number of places where file data can 
be found . 
2 . Have worked within the framework which was already 
in existence within the department . 
3. Have used a simple numbering system. 
4 . Have drawn up a financial accounting code system. 
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5. ·Have tested the system. 
In this writer's opinion the accounting system is a 
comprehensive administrative technique which can profitably 
identify and administratively control paperwork, records 
and data. 
RECOMMENDATIONS 
In the light of the aforementioned conclusions, the 
writer believes the following recommendations are in order. 
1. Further study should be undertaken to computerize 
the accounting code system. 
2. Further study should be done in a continuing 
evaluation of the present accounting code system. 
APPENDIX A 
FORMS USED IN ACCOUNTING PROCEDURES 
EASTERN ILLINOIS UNIVERSITY 
DEAN, STUDENT HOUSING 
PRE-REQUISITION FORM (OTHER THAN FOOD) 
Account to be charged 
Residence Hall 
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Amount requested, brand name and number 
-----------
Describe Use 
--------------------------
Possible 
Vendors Name Address City, State & Zip Code 
Name Aaaress city, State & Zip Code 
Name Address City, State & Zip Code 
Date 
Signature 
Department 
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REQUISITION 
11 No. ___ _ 
FOR BUSINESS OFFICE USE ONLY 
t to Be Charged-- -------------------- PURCHASE ORDER NO. 
No. --------Date---------------- APPROPRIATION 
ed --- -----------------------~ 
FUND AND ORGANIZATION UNIT 
FOR ADDITIONAL INFORMATION 
Telephone _______ _ 
Cont. Services- -~· Commodities----; Equipment-- -
APPROVED BY 
DATE 
HEAD OF DEPARTMENT 
-
ITV CATALOGUE COMPLETE DESCRIPTION OF ARTICLES OR SERVICES ESTIMATED NUMBER COST 
TOTAL 
te name and address of suggested vendors: 
EASTERN ILLINOIS UNIVERSITY REQUISITION 
General Information 
The University assumes no responsibility for purchase or charges which have not been authorized by the 
Purchasing Office. 
In an emergency, small purchases can be authorized by the Purchasing Office very promptly if a proper 
reqLlisition is presented. 
If prior approval from the Department Head has been obtained, items costing S10.00 or less may be pur-
chased by CASH. The paid invoice should be attached to a requisition which has been signed by the De-
partment Head. No state or federal tax can be re-imbursed. 
All requisitions of 52,500.00 or more must be approved by the Board of Governors. 
All requisitions of S1 ,500.00 or more must be advertised in a State designated newspaper and sealed bids 
taken. 
All contacts, inquiries or correspondence with the vendor is to be handled through the Purchasing Office. 
Instructions For Preparation 
The requisition should be prepared in triplicate on the typewriter by the initiating departme_nt. The original 
and duplicate copy should be sent directly to the Purchasing Office . The triplicate copy is to be retained 
by the Department l;lead. ~equisitions should contain the following information: 
1. The name and number of the department. 
2. The requisition number, consecutively numbered throughout the biennium, beginning July 1. 
3. The date of requisition . 
4. The place or person to which the items requested are to be delivered. 
5. The specific delivery date desired. Terms such as "rush," "at once," and "as soon as possible." etc .. 
should not be used. 
6. The name and telephone number of the person to be called if additional information is needed: 
7. The expense classification. i.e .. contractual, commodities. equipment. agency. research. etc. A separate 
requisition should be submitted for each expense classification. 
8. The signature of the Department Head. 
9. The supplier's catalog number for the items ordered. with reference to catalog, if known . 
10. The complete description and/or specifications of the items or services requested. 
11 . The quantity, accurately described. as pieces, dozen. gross. etc. 
12. The estimated cost. Estimates can be obtained from previous purchases, advertisements, catalogs, 
etc., or by inquiry to the Purchasing Office . In the event that the actual price is materially higher than 
the estimate given on a requisition, the department wil l be advised before an order is issued. 
13. The complete name and address of the vendor or vendors preferred. 
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REQUISITION 
nent No . _ ___ . 
FOR BUSINESS OFFICE USE ONL't 
1ent to Be Charged ------------ - - - - --- - -- PURCHASE ORDER N O . 
tton No. - ------- Date - --- --- --- ----- - APPRO PRIATION 
To - - - ---- - - - - --- - ----- ------ --
teded ----- - - --- - ----- --- -------- FUND AND ORGANIZATION U NIT 
FOR ADDI TIONAL INFORMATION 
Telephone _ _ _ ____ _ 
to: Cont. Services ----· Commodities---: Equipment----
APPROVED BY 
DATE 
ed - - - - - ------- ------ - ----- - -----
HEAD OF DEPARTMENT 
-
WlllTY CATALOGUE COMPLETE DESCRIPTION OF ARTICLES OR SERVICES 
ESTIMATI 
NUMBER COST 
. 
i 
I 
TOTAL 
e name and address of suggested vendors : 
EASTERN ILLINOIS UNIVERSITY REQUISITION 
General Information 
The University assumes no responsibility for purchase or charges which have not been authorized by the 
Purchasing Office. 
In an emergency, small purchases can be authorized by the Purchasing Office very promptly if a proper 
requisition is presented. 
ff prior approval from the Department Head has been obtained, items costing S10.00 or less may be pur-
chased by CASH . The paid invoice should be attached to a requisition which has been signed by the De-
partment Head. No state or federal tax can be re-imbursed. 
All requisitions of S2.500.00 or more must be approved by the Board of Governors. 
All requisitions of Sl ,500.00 or more must be advertised in a State designated newspaper and sealed bids 
taken . 
All contacts, inquiries or correspondence with the vendor is to be handled through the Purchasing Office . 
Instructions For Preparation 
The requisition should be prepared in triplicate on the typewriter by the initiating departme_nt. The original 
and duplicate copy should be sent directly to the Purchasing Office. The triplicate copy is to be retained 
by the Department ~ead. ~equisitions should contain the following information: 
1 . The name and number of the department. 
2. The requisition number, consecutively numbered throughout the biennium, beginning July 1. 
3. The date of requisition. 
4. The place or person to which the items requested are to be delivered. 
5. The specific delivery date desired. Terms such as " rush," " at once." and "as soon as possible." etc .. 
should not be used. 
6. The name and telephone number of the person to be called if additional information is needed: 
7. The expense classif ication, i.e., contractual, commodities, equipment. agency, research. etc. A separate 
requisition should be submitted for each expense classification. 
8. The signature of the Department Head. 
9. The supplier's catalog number for the items ordered. with reference to catalog. if known . 
10. The complete description and/ or specifications of the i tems or services requested . 
11 . The quantity , accurately described, as pieces. dozen. gross. etc. 
12. The estimated cost . Estimates can be obtained from previous purchases, advertisements, catalogs, 
etc .. or by inquiry to the Purchasing Office . In the event that the actual price is materially higher than 
the estimate given on a requisition. the department wi ll be advised before an order is issued. 
13. The complete name and address of the vendor or vendors preferred . 
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REQUISITION 
1t No. ___ _ 
FOR B U SINESS OFFIC E U SE ONLY 
t to Be Charged - ------- - - -------- ---- P URCHASE O RDER NO. 
, No. ---------Date - ------ ---------- APPRO PRI ATIO N 
ed ---- ---------- --------------~ F UND AND O RGANIZATION UNIT 
FOR ADDITIONAL INFORMATION 
Telephone _______ _ 
Cont. Services ---~ Commodities----; Equipment ----
APPROVED BY 
DATE 
HEAO OF DEPARTMENT 
11Y CATALOCUE NUMBER COMPLETE DESCRIPTION OF ARTICLES OR SERVICES 
ESTIMATED 
COST 
l 
t 
TOTAL 
e and address of suggested vendors : 
EASTERN ILLINOIS UNIVERSITY REQUISITION 
General Information 
The University assumes no responsibility for purchase or charges which have not been authorized by the 
Purchasing Office. 
In an emergency, small purchases can be authorized by the Purchasing Office very promptly if a proper 
requisition is presented. 
If prior approval from the Department. Head has been obtained, items costing S10.00 or less may be pur-
chased by CASH. The paid invoice should be attached to a requisition which has been signed by the De-
partment Head. No state or federal tax can be re-imbu rsed. 
A ll requisitions of S2.500.00 or more must be approved by the Board of Governors. 
All requisitions of $1,500.00 or more must be advert.is ed in a State designated newspaper and sealed bids 
taken. 
All contacts, inquiries or correspondence with the vendor is to be handled through the Purchasing Office . 
Instructions For Preparation 
The requisition should be prepared in tr iplicate on the typewriter by the initiating departme_nt. The original 
and dupl icate copy should be sent directly to the Purchasing Office. The triplicate copy is to be retained 
by the Department ':lead. ~equisit.ions should contain the following information: 
1. The name and number of the department. 
2. The requisition number, consecutively numbered throughout the bienn ium, beginning July 1. 
3. The date of requisition. 
4. The place or person to which the items requested are to be delivered. 
5. The specific delivery date desired. Terms such as "rush," "at once." and "as soon as possible." etc., 
should not be used. 
6. The name and telephone number of the person to be called if additional information is needed: 
7. The expense classification , i.e .. contractua l, commodities. equipment. agency. research. etc . A separate 
requisition shou Id be submitted for each expense classification. 
8. The signature of the Department Head. 
9. The suppl ier's catalog number for the items ordered. with reference to catalog. if known . 
10. The complete description and/or specifications of the items or services requested . 
11. The quantity, accurately described. as pieces. dozen. gross. etc. 
12. The estimated cost. Estimates can be obtained from previous purchases. advertisements. catalogs, 
etc .. or by inquiry to the Purchasing Office. In the event that the actual price is materially higher than 
the estimate given on a requisition, the department will be advised before an order is issued. 
13. The complete name and address of the vendor or vendors preferred. 
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t COMPL ET E D E SCRI P TION OF A RTIC L ES OR SE RV IC E S QU A NTITY UN I T UNIT PRICE AM OU NT 
f. 
i 
£ 
. 
I 
I 
tveries will be accepted during 
n hour-12:00 to 1 :00 p.m. 
L 
='OR INF ORMA T ION OF EIU BUSINESS OFF ICE ONLY 
T . _ _____________ REQUISITION NO. ____ _ 
VER TO: -----------------------
STATE OF ILL INOIS 
INVOICE-VOUCHER 
BOARD OF GOVERNORS 
OF STATE COLLEGES AND UNIVERSITIES 
EASTER N ILLINOIS UNIVE RSITY 
Cho rleslon, Il linois 61920 
VE NDOR NAME ANO ADDR ESS 
VENDOR COMPLETE THIS SECTION 
Selle r's Cer tification - Sign Wh ite Copy in Ink 
eby cert ify that the goods, merchandise, wares or scrv,ces listed 
w have met all the reQuired standards set forth i n the purchasing 
· act and are proper charges against the Stale of Illinois and that 
. en t has not been received. 
INVOICE NO. 
INVOICE DATE 
DATE SHIPPED 
COMPLETE DESCRIPTION OF ART ICLES OR SERVICES 
eries will be accepted during 
hour- 12:00 to 1:00 p.m. 
QUANTITY 
53K 
VENDOR LEAV E BLANK 
P.O. NO. E DATE 
VOUC HER DA TE VOUCHER NO. 
APPROPR I AT ION 
f'UNO AND ORGANIZAT ION U N I T 
DEPARTMENT 
TERMS 
F.O.B. POINT 
PER QUOTE 
ENC. LIQ. 
UNIT UNIT PRICE AMOUNT 
~OR INFORMATION OF EIU BUSINESS OFFICE ONLY 
r. _ _ _ ___________ R EOU ISI T ION NO. ____ _ 
JER T O: -------------------------
STATE OF ILLINOIS 
INVOICE-VOUCHER 
BOARD OF GOVERNORS 
OF STATE COLLEGES AND UNIVERSITIES 
EASTERN ILLINO IS UNIVERSITY 
Char le s ton, Illi nois 61 920 
V ENDOR N A ME ANO ADDRESS 
VENDOR COMPLE T E THIS SECTION 
Seller·s Certification - Sign White Copy in Ink 
reby cert ify thal lhe 9ood s, merchandise, wares o r serv ices listed 
w have met al l t he requ i re d st an dards se t fo rth in t he purch asing 
tract and are prop er charges against t he Sta l e of Il li no is and t hat 
li'lent has not been received. 
I NVOICE NO . 
I NVO ICE O A T·E 
D A TE SH IPPED 
COMPLETE DESC R I P TI ON OF ART IC LES OR SERVIC E S 
veries will be accepted during 
n hour- 12:00 to 1 :00 p.m. 
Q U AN TIT Y 
53L 
VENDOR LEAVE BLANK 
P.O. N O. E D ATE 
V O UC HER DA TE VOU C H E R NO. 
A PPROPR I ATION 
F U ND AND ORG A NI ZA T IO N UN I T 
DE PAR TM ENT 
T E RMS 
i=:"°0.8. POI N T 
PER Q U OT E 
EN C . LIQ. 
U N I T U N IT PRICE AMOUNT 
=oR IN F ORMATION OF E IU BUSINESS OFFIC E ONLY 
r. REQUISI TI O N N O. . 
JER TO: 
ST A T E OF ILL IHOIS 
INVOICE-VOUCHER 
BOARD OF GOVERNORS 
OF STATE COLLEGES AND UNIVERSITIES 
EASTERN ILLINOIS UNIVER SITY 
Charleston, Illinois 61 920 
VENDOR NA ME AN D A DDRESS 
VENDOR COMPLETE THIS SECTION 
Seller 's Certi fi ca tio n - Sign White Copy in Ink INVOICE NO. 
ereby certify t ha t the good s, merchandise, wares or services listed 
ow have met all the requi red standards se t f o rth in the purchasing 
,tract and a r e proper char ges against the State of Ill inois and that INVOICE DA T E ,mcnt has not been received. 
DATE SH IPPED 
COMPLETE DESC RIPTION OF' ART ICLES OR SERVICES 
leliveries will be accepted during 
100n hour- 12:00 to 1:00 p .m . 
QU AN TITY 
53M 
VE NDOR LEAVE BLANK 
P.O. NO. E CATE 
VOUC HER DATE VOUCHER NO. 
APPROPRI AT ION 
FUND A NO ORGANI ZATION UNIT 
DEPARTMENT 
TERMS 
f':'"0.8. POINT 
PER QUOTE 
ENC. LIO. 
UNIT UNIT PRIC E A MOUN T 
-
:oR INFORMAT ION OF E IU BUSINE SS OF FICE ONLY 
r. REQUISITION NO. 
/ER TO: 
STATE OF ILLI NOIS 
INVOICE-VOUCHER 
BOARD OF GOVERNORS 
OF STATE COLLEGES AN D UNIVERSITIES 
EASTERN I LLINOIS UNIVERSITY 
Charleston, Illinois 61920 
VENDOR NA ME AND ADDRESS 
VENDOR COMPLETE THIS SECTION 
Seller's Cer tification - Sign White Copy in Ink INVOICE NO . 
ercby certify that the goods, merchandise, wares or services li sted 
ow have met all the required standards set forth in the purchasing 
1tract and are proper charges against \he St ate o f Illinois and that INVOIC E DA TE 1ment has not been received. 
DAT E SH IPPED 
COMPLETE DESCRIPTION OF' ARTI CLES OR SERVIC ES 
leliveries will be accepted during 
~oon hour- 12:00 to 1 :00 p.m. 
QUAN TIT Y 
53N 
V EN DOR LEAVE BLANK 
P.O. NO. E DATE 
VOUC HER DATE VOUC HE R NO. 
APPROPRI AT ION 
-FUND AN D ORGANIZ A T ION UNIT 
DEPARTMENT 
TERMS 
F .O. B . POI NT 
P ER QU OTE 
E NC, LIQ. 
UN IT UN I T P R ICE AMOU NT 
J"S 
00311 
- -NSTRUCTIONS TO VENDOR: SIGN WHITE COPY IN INK.ON LINE PROVIDED IN "SELLER'S CERTIFICATION" BOX 
N REMOVING YOUR RESPECTIVE COPIES, PLEASE USE CARE TO LEAVE THE REMAINING PARTS AND CARISONS INTACT A2957 
STATE OF ILLINOIS 
INVOICE-VOUCHER VENDOR LEAVE BLANK 
Voucher Date I Voucher No. 
ISTRUCTIONS TO VENDOR 
Mparate lnwolce for each purchaoe 
Appropriation TIiie 
aeven copies of ln•olc• on Ihle Name of Dept. and Div. or Institution to which Dclivertd 
form, ON DATE OF SHIPMl!NT, ualng 
_,lier. 
• ta exempt from Federal uclM tu-. 
m cowered by Ihle lnwolce la ordlnarHy 
Fund a Organization Unit Code > exclae tax, CREDIT FOR SUCH TAX Location to which dtlivtred 
IE SHOWN ON THE INVOICE BY 
ION. 
3EVENTH COPY and ,, . ...... 11 ·" other Vendor Name and Address the department, division or lnatltullon VENDOR FILL IN BELOW I ordered. 
V..idor'a lnwolce No. 1 •n•olce Date 
STATE OFFICE 
D lapoaltlon of Coptee 
Terme 
ludltor of Public Account• 
tnlrat Accounting Dhrlalon 
)d.Departmenl I Routing lfflfttance • Shipping Point Dhrlalon or lnatltullon 
IYlalon or lnaUtutlon Employer'• Social S..:urlty !Retained by V..idor) 
ldtnttf~atlon Number ----------------------------------------
ir's Certification- Sign Original Only in Ink Obllgatlon Liquidation EXPENDITURE OBJECT 
certify that the goods, merchandise, wares or services Code Amount 
ow have met all the required standards set forth in the Req. No. Purch ... Order or Amount 1g contract and are proper charges against the State of Authorization No. 
no that payment has not been receivea. 
-
- - --- - -----------------
Give Complete Deacrlptlon of Artlclea or Serwlcff Rendered ou .. tlty Unit Unit Price Amount 
' 
IDGETARY ACTIVITY 
$ Amount 
' 
I 
I 
I 
I 
I 
I 
I 
: 
livery: - Complete D lntomplete 0 
VENDOR LEAVE BLANK 
!voice No. I Date • Mdoe. Recelwed I Date· Checked Agalnat lnw. Certification of Receiving Agency It is hereby certified that the services or material represented in this voucher 
The merchandise or service billed above has been received and complies with were received or authorized, that the amount is correct and hereby approved 
our specifications or request. for payment. 
I 
Receivine Clerk Clerk Hud of Unit or Auchorizing Agent 
- Director o( Finance Aooroved - Direcror. Chairman 
EASTERN ILLINOI S UNI VERS I TY 
OFFICE OF THE DEAN STUDENT HOUS I NG 
BUDGET WORK SHEET 
19 -19· BOND REVENUE BUDGET SERIES · 
55 
Including Room Expenses for Hall-s~----
--------Board Expenses f or Halls 
HALLS 
400 COST OF FOOD SOLC 
510 FACULTY SALARI ES 
Faculty 
Grad Ass 'ts 
Sub- To t a l 
520 CI VIL SERVI CE 
Hsg. Off . Sec ys 
Res. Hall Secys 
Supe rvi sor Cust. 
Janitors 
Maids 
FSA's & Chf Cl erk 
Cooks 
Cook's Helpers 
Kitche n Laborer s 
Store keepers 
Sub-Tot a l 
Indire ct 
530 STUDENT SALARIES 
Desk Cl erks 
Night Clerks 
Re side nt Ass 'ts 
House boys & Line n 
Housecl eaning 
Food Se rvice 
Sub-Total 
550 GROUP I NSURANCE 
622 FIRE & EXT. COVE!< 
. 
640 TELEPHONE-SERVI CE 
56 
700 OPERA'TING EXP. 
701 Data Processing 
702 Programming 
703 Printing 
704 Flowers & Dec. 
705 Freight Out 
706 Toll Calls 
708 Office Supplies 
709 Miscellaneous 
Sub-Total 
721 LAUNDRY & CLEPNlNG 
730 SUPPLIES 
731 Kitchen 
732 General & Paper 
733 Janitor & Cleaning 
734 Linen & Uniform 
735 Gasoline 
739 Filters 
Sub-Total 
740 MAINTENANCE & 
REPAIRS 
741 Building Repairs 
742 Equipment Rep airs 
743 Auto Repairs 
745 Elevator Maint. 
746 Typewriter Maint. 
747 Fire Exting. Insp 
Sub-Total . 
750 OTHER SERVICES 
751 Cable TV 
752 Trash Removal 
753 Pest Control 
754 Engineering Ser. 
755 Legal Services 
Sub-Total 
760' HOTEL TAX 
780 TRAVEL 
-
600 UTILITIES 
TOTAL EXPENSES 
INCOME 
LESS FI NANCIAL REQUIREMENTS 
Inter est 
Pr inc i pal 
Bond Reser ve 
Depreciation Res . 
Miscell aneous 
TOTAL 
NET INCOME OR 
(LOSS ) 
57 
I £ I 
FOR SERIES: 
REQ.# 
-------------
DATE 
ITEM 
EXPECTED ARRIVAL 
-------
VENDOR 
------------
AMOUNT 
APPD. FOR PAYMENT 
ACCOUNT CHARGED 
-------
P.O.# 
----------
DATE 
BLDG. 
----------
. Card used as cross reference by accounting clerk for use 
in obtaining immediate information. File is organized by 
requisition number.· 
58 
ITEM 
.EXPECTED ARRIVAL 
--------
VENDOR 
-------------
AMOUNT 
-------------
APPD. FOR PAYMENT 
-------
ACCOUNT CHARGED 
--------
BUILDING 
--------
REQ. *--------
DATE 
----------
P.O.# 
---------
DATE 
----------
Card used as cross reference by accounting clerk for use 
in obtaining inunediate information. File is arranged by 
item name. 
59 
• OFFICE SUPPLIES 
DIITI nTNr,. IT -M 
n .... +-,., n"'"'""'" nti "" !)pf n11;anti tv f.11m_ Otv llnit r"lc::t Amount Cum. Total 
Sample of card used to maintain record of Office Supplies used by the Housing Office which 
is on a separate budget called General Revenue. 
°' 0 
JANITORIAL SUPPLIES 
Date Descriotion Ref. Quantity Cum. Qt, Unit Cost Amount Cum.Tota· Building . 
Sample of Control Card used to maintain records of Janitorial Supplies used daily by the 
individual residence halls and University Apartments. 
°' I-' 
' 
. 
~8NITQRIAL SUPPLIES 
BUILDING ITEM 
Date Description Ref. Quantity Cum. Qty Unit Cost Amount Cum. Total 
Sample of subsidiary card used in conjunction with Control Card to provide an individual 
listing of Janitorial Supplies by particular huilding. 
°' Iv 
count Name 
count Number 
DESCRIPTION 
-
... 
HOUSING OFFICE 
LEDGER 
INCOME AND EXPENDITURES 
VENDOR REF. DEBIT I 
l 
I 
I 
I 
I 
I 
I 
I 
63 
Page No. 
Budget ______ _ 
CUM. TOTAL CREDIT BALANCE 
I 
' 
l 
, .
· Name 
· Number 
DESCRIPTION 
I 
I 
I 
I 
I 
I 
I 
: 
HOUSING OFFICE 
LEDGER 
ACCOUNTS PAYABLE 
V ENDOR REQ. 
i 
' 
I 
I 
64 
Page No. 
PUR. OROER I I NV. VO. TOT . EXP. 
i 
i 
: 
i 
